
 
 
 
 
 

Electronic Tape Claim 
Submission Requirements 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

State Controller’s office 
Division of Audits 

 
 
 
 
 



 
 
 
 
 
 

ELECTRONIC TAPE CLAIM 
 

SUBMISSION REQUIREMENTS 
 

MANUAL 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STATE CONTROLLER’S OFFICE 
DIVISION OF AUDITS 

 
NOVEMBER 1992 



 
 

TABLE OF CONTENTS 
 

Page Number 
 
A. GENERAL REQUIREMENTS 1 
 

1.  State Administrative Manual 1 
 
2.  Board of Control Rules 1 
 
3.  Government Code 1 
 
4.  Procedures of the State Controller’s Office 1 

 
B. SYSTEMS DOCUMENTATION 2 
 
C. CLAIM SCHEDULE REQUIREMENTS 3 
 
D. PAYMENT TAPE SPECIFICATION 3 
 
ATTACHMENT 1 – Warnier-Orr Diagram of Tape Claim Records 
 
ATTACHMENT 2 – Electronic Tape Claim Schedule (Form 218-ET) 
 
ATTACHMENT 3 – Tape Claim Record Format 
 
ATTACHMENT 4 – Data Element Description of the Input Record Format 
 
ATTACHMENT 5 – Format for the Data Exchange File 
 
ATTACHMENT 6 – SCO Edits and Audits 
 
ATTACHMENT 7 – SCO Available Printer Characters 
 
ATTACHMENT 8 – COBOL Record Description 
 
ATTACHMENT 9 – SAM Section 8422.202 
 
ATTACHMENT 10 – Board of Control Rule 622.1 
 
ATTACHMENT 11 – Government Code Section 26903 
 
ATTACHMENT 12 – .Recoupment of SCO Costs for Developing 

New Systems and Modifying Existing 
Systems Relative to Tape Claim Processing 

 



 

-1- 

A. GENERAL REQUIREMENTS 
 
The general requirements for accepting automated tape claim schedules are contained in the State 
Administrative Manual, Board of Control Rules, Government Code, and current operating procedures 
of the State Controller’s Office. 
 
1.  State Administrative Manual

 
In accordance with State Administrative Manual (SAM) Section 8422.202, claims with the 
following characteristics, submitted on electronic tape, will be considered for approval by the 
State Controller’s Office (SCO): 
 
a. Large volume of payees (submission of approximately 100 claims per claim schedule is 

generally considered minimal volume to render a tape claim cost beneficial) 
 
b. Similar in nature or purpose. 
 
c. Subject to repetitive handling and processing 
 
(SAM Section 8422.202 is presented as Attachment 9.) 
 

2. Board of Control Rules
 
Board of Control Rule 622.1 prescribes requirements for the submission of claims recorded on 
electronic tape. (Board of Control Rule 622.1 is presented as Attachment 10.) 
 

3. Government Code
 
Government Code Sections 925.6 and 12410 specifically provide the statutory authority for the 
State Controller to audit claims presented for payment. Other sections of the Government Code 
also pertain to duties and responsibilities of the State Controller. 
 
Government Code Section 26903 requires the State Controller to send a notice to county auditors 
when payments are transmitted to county treasurers, or to entities required to deposit receipts with 
county treasurers. (Government Code Section 26903 is presented as Attachment 11.) 
 

4. Procedures of the State Controller’s Office
 
SCO requires agencies to submit a written request prior to the approval of submission of tape 
claims. The request should be sent to the Chief, Division of Audits. At a minimum this request 
shall include the following: 
 
a. An estimate of the number of claims and payees to be processed annually 
 
b. An estimate of the number of warrants and total dollars to be issued annually 
 
c. Anticipated frequency of claims submission 
 
d. Proposed date for implementation of the tape claim system 
 
e. A brief description of the nature and purpose of the claims 
 
f. Fund, item, and appropriation to be charged for the expenditures 
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A. 4. (continued) 
 

g. Whether the payments are reportable to the Internal Revenue Service (IRS) and Franchise 
Tax Board (FTB) 

 
h. Agency preference on whether remittance advices or other statement(s) will accompany the 

warrant 
 
i. List of names, addresses, and telephone numbers of agency (and or contractor) staff with 

responsibilities for program management, accounting, and data processing 
 
B. SYSTEMS DOCUMENTATION
 

Agency payment system documentation must be submitted or made available to the SCO’s Division 
of Audits prior to implementation of the proposed tape claim payments system. This material supports 
the SCO audit function of reviewing payment system control environment and provides assurances to 
SCO that sufficient controls exist to ensure that claim payments are legal and proper. Additionally, 
the documentation will be used to facilitate audit of the data submitted to support the claims. 
 
The documentation should cover both automated and manual processes related to the tape claims. 
Documentation, at a minimum, will contain the following: 
 
1.  Narrative description of procedures used in the claiming processes 
 
2.  System flow charts 
 
3.  Automated system edits and audits of transactions that produce the claims 
 
4.  Manual claim controls 
 
5.  Definition of error correction processes 
 
6.  Inventory and narrative description of relevant forms and reports produced and their utilization in 

the payment system 
 
7.  Master file layouts, record descriptions, and data dictionary 
 
8.  Systems test plan which includes description of agency procedures, time schedules, and staff 

assigned to unit testing, system testing, user testing, and SCO testing 
 
9.  References to applicable state and federal laws and regulations 
 
10.  Copy of approved state plan, if any 
 
11.  Contracts with vendors for claim processing, if any 
 
12.  Copy of approved Feasibility Study Report (FSR) 
 
13.  Criteria used for determining payee eligibility 
 
14.  Methods used to compute amount to be paid to eligible payee 
 
15.  Automated and manual methods used to prevent erroneous claims including duplicate claims 
 
16.  Audit reports by state and/or federal agencies and private audit firms 
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C.  CLAIM SCHEDULE REQUIREMENTS
 
The claim schedules must be submitted to SCO for payment of the tape claims and shall contain the 
following: 
 
1. The certification language contained in Board of Control Rule 622.1 as amended March 1980 

(Attachment 10). 
 
2. Form 218-ET (Electronic Tape Claim Schedule) which is available from the Department of 

General Services, Item No. 7540-000-2183-6, and should be used for claims on electronic tape. 
Agencies may print their own forms using this format. (Form 218-ET is presented as Attachment 
2.) 

 
D.  PAYMENT TAPE SPECIFICATIONS

 
The tape claim records have been diagrammed using the Warnier-Orr format shown in Attachment 1. 
 
The tape claim input record format required is presented as Attachment 3, Attachment 4 is a data 
element description of the input record format, and Attachment 8 is the COBOL record description 
for example purposes. SCO can provide interested agencies a COBOL program to build the tape 
claim format records based upon a FOCUS data base structure. Contact the Division of Audits for 
additional information. 
 
Also, Attachment 5 is the format for the “Data Exchange File.” This file contains warrant numbers 
and other data which may be used by agencies to make reconciliations or effect other processes. 
 
The data exchange tape is available to state agencies upon request. There is a processing charge of 
$75.00 to create the data exchange tape. If the tape is not returned to SCO within 30 days, an 
additional charge of $30.00 will be made. To negotiate an interagency agreement for reimbursement 
for the data exchange tapes and other extra cost items as needed, contact the SCO’s Division of 
Disbursements, 3301 C Street, Sacramento, California 95816. 
 
Claim payment tapes will be processed at the Teale Data Center on an IBM 3081. The detailed 
specifications are as follows: 
 
1. The tape will be a nine track, 1600 or 6250 BPI, EBCDIC, or the 3480 tape cartridges. All 

agencies with the capability to use 3480 cartridges are urged to utilize that medium for providing 
input tapes to SCO. 

 
2. Standard IBM as header and trailer labels will be used. 
 
3. The file must contain variable length records. The first four bytes of each record must be the 

length of the record. The first four bytes of each block must be the block size length. Tapes that 
are created by IBM operating systems will automatically append the four-byte length descriptor 
fields in the proper format. Agencies submitting tapes that are created by non-IBM systems must 
ensure that the IBM as standard format is used for this control field. Some conversion may be 
necessary. 

 
4. The maximum block size is 8000, the last block being of variable length. The maximum record 

size is 7992. 
 
5. All files submitted to SCO must have external labels identifying the file and they must be 

received with the hard copy claim schedule face sheet (Attachment 2). Agencies that submit tape 
claims for multiple programs must clearly identify the program on the hard copy claim schedule. 
Alternative arrangements may be made for tape delivery for agencies using Teale Data Center. 
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D.  (continued) 
 
6. Production files which do not process properly will be returned to the claiming agency and a 

corrected file and revised claim schedule must be submitted to SCO. Attachment 6 contains the 
SCO edits and audits for production of warrants. We recommend that agencies incorporate the 
applicable edits into their tape claim submission system to avoid delay of payments. SCO may 
also develop specialized reports to analyze payment data unique to each agency. 

 
7. Up to 7742 bytes on the warrant record and remittance advice records are titled “Audit Record 

Information.” This portion of the record is reserved to capture additional data to support the 
payment information. The information required will be determined by the SCO’s Division of 
Audits upon submission of the data and documentation specified above and prior to the 
submission of claims. on electronic tape. Several agencies have provided a copy of their master 
file record to satisfy this requirement. 

 
8. The records must be in the order contained in the input record format. The records will be in 

sequence by record code (positions 1 and 2), claim number (positions 3 and 4), record type 
(positions 5 through 7), zip code (if required, positions 8 through 16), sequence-no (positions 27 
through 31), line number (positions 33 and 34), and detail amount indicator (position 35). The 
sequence-number may be used, when incremented, for multiple warrants to the same payee for 
proper record order. 

 
9. The zip code field must be zeros if the zip code is unavailable or the address is foreign. If only the 

five-digit zip code is available, left justify the zip code in the field and do not zero-fill the 
remaining four bytes. The zip code must not be included as part of the address field on the 
warrant record. 

 
10. The mailing addresses of the payments must be formatted as follows: 

 
a. The next to last line of the destination address should contain the street address or post office 

or rural route number -- followed by an apartment number, unit, office, or multi-dwelling 
number. 

 
b. The last line should contain the city and approved two-letter state abbreviation. If the 

destination address is a foreign country, the county's name must appear in full on the last line. 
 
c. Do not enter the zip code in the destination address. 
 
d. Punctuation is not required. 
 
e. One or two spaces should be placed between words. 
 
f. Except for the state abbreviation, all words should be spelled out. If abbreviations must be 

used, only United States Postal Service-approved abbreviations (contained in the National 
Zip Code Directory) are allowed. 

 
11. Payment files should be sorted in strict zip code order. 
 
12. Certain records in the input format are to be used only at agency request. These include the 

remittance advice records, the secondary payee record, and that portion of the warrant record 
pertaining to IRS reportable information. The secondary payee record permits compliance with 
Government Code Section 26903 requiring a notice to be sent to the county auditor when 
payments are transmitted to the county treasurer, or deposited in the county treasury. 
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D. (continued) 
 

13.  Certain characters are not available on SCO printers. See Attachment 7 for a list of available 
characters that can be used. In no circumstances are “null characters” (binary 00) to be submitted 
in a print field. 

 
14.  The “bank code” on the detail warrant record is available for optional use to identify banks for 

direct warrant deposit for local governmental agencies. Agencies desiring to have direct bank 
deposit must contact the SCO’s Division of Audits for further instructions. Agencies not desiring 
to use the "bank code" may utilize all six positions as the "optional id" field. 

 
15.  The claim schedule number on the tape must be identical to that on the claim schedule form, 

including leading and trailing zeros or blanks. A nonmatch between the claim schedule hard copy 
and the information on the tape will cause a delay in payments. 

 
16.  The fund code on the claim schedule must match the fund code in the SCO file of approved 

agencies submitting tape claims (Header Authorization File). 
 
17. The Header Authorization File information is reviewed at the beginning of each fiscal year. If an 

agency will be submitting a tape claim for a prior fiscal year, or making other changes to the 
accounting codes on the claim schedule, two weeks prior to the beginning of the new fiscal year, 
contact SCO in writing for assignment of a valid claim identification name (see Attachment 3, 
page 2), at the following address: 

 
State Controller’s Office  

Division of Audits  
Operations Bureau 

3301 C Street  
Sacramento, California 95816 

 
18. Prior to acceptance of production files, SCO will perform at least two tests on tapes from 

agencies. Agencies are requested to provide a test claim schedule (Attachment 2) with the test 
tape data. The first tape submitted by the agency shall be an "acceptance test" tape containing a 
small volume of test transactions. 

 
This data may be programmer-created test data, and is for the purpose of determining 
compatibility of formats. The second tape must be a representative volume test of “live” data that 
has been created through the actual edits and audits of the agency's production claim system, and 
subject to all agency payment controls. The acceptance test is needed at least four weeks prior to 
the desired implementation of the warrant production process to allow sufficient testing within 
SCO processes. Both test tapes shall contain all applicable "audit information" as specified by the 
SCO’s Division of Audits. 

 
19. Any change to the claims payment tape requires testing before the claims can be processed. 
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Jack Brown, Assistant Deputy Controller 
Division of Audits 
 
 
Carla B. Lenerd, Assistant Deputy Controller 
Division of Accounting 
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